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Report to Edamaurd L. Henshaw, Jr., Jouse of Representatives:
Clerk of the House; by Elmer 3. Staats, Cosptrcller General.

Contact: General Governament Div,

Organization Concerned: House of Representatives: Office Supply
Segrvice.

Congressional Relevance: House Committee on House
Adainistration.

Authority: 2 U0.s.C. 112e.

The Clerk of the House 72f Representatives is
responsible tor furnishing electrical and sechunical officz
equipment to Meabers and officers and comamittees of the House of
Representatives. The Clerk 's r2sponsibilities for furnishing
office equipment are carried out hy the House®’s Uffice Equipmeant
Service's accounting, messenger, and typewriter repair service
units. The Service maintains a computerized systea of accounts
vhich provides for each type of ~quipaent: inforsmation on
inveutorjes, acquisitions and disposals during the jyoar, iteas
furnished to and accountable by eack Neaber or officer:; and a
subaary listing of disposed equipsent. As of June 30, 1977, the
inventory of office equipment consisted of 11,825 iteas with an
acquisition cost of abovt $7.2 millicn and a net book value of
about $3.6 million. The purchase and disposal transactions were
properly documented and recorded, and Service recurds adeguately
account for owned equipment and provide alequr‘¢ control over
the dellar amcunt of equipment chargeable tc “esmbers. The
Service also maintains manual records of leased office eguipment
vhich adequately account for Member®s leased equipment and
provide adequate control of the dollar amocunt cf leasing
allowances. (RRS)
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The Hororable Edmund L. Henshaw, Jr.
Clerk of the House of Represantatives

Dear Mr. Henshaw:

Pursuant to your May 24, 1977, request, we reviewed the
activities of the Office Equipment Service of the Housge of
Representatives for the year ended June 30, 1977.

GENERAL COMMENTS

The act of Decemder 5, 1969 (2 U.S.C. 1l2e), as amended
directs the Clerk of the Hous¢ to furnish electrical and me-
chanical office equipment, ir accordance with the limitations
and ceguiations prescribed by the Committee on House Adminis-
tration, to (1) Members (includinc tbe Resident Commissioner
from Fuerto Rico and Delegates toc the House of Representa-
tives from the District of Zolumbia, Guam, and the Virgin
Islands) and (2) officers und committees of the House of
Representatives,

The Committee on .lorse Administration has issued regnl -
tions establishing equipment purchase and lease programs for
Members and authorizing equipment purchases for committees
congistent with individual needs. 1In addition, the Clerk may
purchase or lease equipment for Officers of the Houte with
the approval of the Committee on House Administration.

The Committee’s regulations pertaining to the Members'
purchase and lease programs

--provide that the total depreciated value of pur-
chased electrical and mechanical office eguipment
in use at any one time by each Member shall not
exceed §5,500;

--authorize ¢n office leasing allowance of $9,000 a
year to lease equipment, including aatomatic type-
writers, photocopying equipment, facsimile units,
and signature machines;

GGD-78-4
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--permit a Member to use, upon written recquest to the
Committee, up to $3,000 a year of unused clerk hire
allowance and to transfer funds from other allowances
to lease additional equipment; and

-~authorize each Member, upon written request to the
Committee, to allocate not more than $12,000 a year
of unused clerk hire allowance for computer se-vices.

The Clerk's respnnsibilit.es for furnishing electrical
ané mechanical office equipuent are carried out by the Lerv-
ice's accounting, messenger, and typewricer repair service
units.

The accounting unit consists of a chief, _a assistant
chief, and six clerks. It maintains accouvrnting control over
owned and leased office equipment and is responsible for
leasing, purchasing, and disposing of elect:ical and mechan-
ical office egquipment.

The mes~2nger unit consists of a supervisor, a repair-
man, and five messenger-laborers. It is responsible for
picking up, Jdelivering, and transferring electrical and
mechanical office equipment.

The ypewriter repair service unit consists of a
repairman-supervisor, a -.lerk, and 10 repairmen. It is
responsicie for .leaning and repairing automatic, electric,
and manual typew.iters.

We reviewed the controls over owned and leased eguipment,
examined selected purchases and disposals of eguipment, and
test checked the repair parts inventory.

OWNED OFFICE EQUIPMENT

The Service maintains a computerized system of accounts
which provides for each typve of equipment (1) information
on the inventory at the beginning of the year, the accuisi-
tions and disposals during the year, the inventory at the
end of the year, and the items furnished to, and accountable
by, each Member or officer and (2) a summary listing of
disposed eguipment. These accounts showed that as of June 30,
1977, the inventory of office ecuipment consisted of 11,425
items with an acquisition cost of about $7.2 million and a
net book value of abcut $3.6 million. (See sch., 1.)

In our orevious report on the activities of the Office
Equipment Service (B-114865, dated De ember 27, 1976), we
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recommended that the computer program for recording disposed
equipment be riodified to eliminate outdated material from the
listirng. Your office informed us that action on this recom-
~mendation is being held in abeyance until the House Irnforma-
tion System completely revises the computer program.

Our examination of selected purchase and disposal trans-
actions showed that they were propeily documented and recorded
and that the Servica records adeguate:ly account for owned
equipment and provide adequate contrcl over the dollar amount
of equipment chargeable to Members.

LEASED EQUIPMENT

Thn Service maintains manual records of leased office
equipment consisting of (1) a control card for each icem and
(2) a Member's account cacd. The ccntrol csrd shows the Mem-
ber's or officer's name, the lease order number, the lessor's
name, a description of tha leased item, the rental rate and
pe-iod, and tie rent paid. The Service does not maintain
records of leased computer ecguipment or eguipment leased with
committee funds by the various committees of the House of
Representatives.

The Member's accournt card shows the balance of the Mem-
“er's or officer's leasing allowance, the items of eouipment
leased for the Member or officer, the rental rate, atd the
beginning and ending dates of the lease period.

‘‘he Serv.ce's records adequately account for Members'
leased equipment and provide adequate control over the dollar
amount of leasing alliowances.

QOFFICE EQUIPMENT SERVICE'S
OPERATING COSTS

The Service's operating costs for the year ended June 20,
1977, excluding the cost of forms obtained from the Gevern-
ment Printing Offirw and of data processing services, utili-
ties, office furniture, and building space, which are charged
to other activities, were as follows:
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Administrative salaries and benefits $ 121,610
Operating salaries and benefits 310,912
. Leasing costs 3,776,999
"Depreciation of egquipment 526,430
Depreciated value of equipment transferred
to the General JServices Administration 103,348
Repair parts 23,506
Vendor repairs 74,957
Office supplies 1,253
Total $4,949,015

A copy of this report is being sent to the Chairmarn of
the Committee on House Adminis%“ration.

Sinc ly yours,
-
a »

Comptroller General
of the United States
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